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1. Flease direct the attention of your sendor nanagers to the
following suldelines concerning the use of employee surveys about
aspects of persomnel manayenent.

. dwons the techndques available to the Agency manager to
pulde poilcy-making ani to identify organizationsl problews, the
eeployee guestionaaire survey is hiphly rejarded. lmployees can
express their feelings about organizational matters which affect
thew, and n@nayers can iearn something aboul the depth and direction
of eiployee concerns. waether focused on tie specific concerns of a
seall anit or sddressing Lroad issues Agency-wide, tie employee
survey is & comamication device that can help weet needs of
wanngeTs at any level of the orgacization.

4. The possibility of too many surveys of overlapping purposes,
tou close tossther in time, poses a tisk of ippairing their
cffectiveness. 1his is particolarly apt to occur in the personnel
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career advancerent policies and mechanisms, performance evaluation
systoms, manpower utilization, training opportumities. etc. These
are also the topic sreas which comsistently irpact most heavily on
aow oue Feeis in general about one's job, and hence become 3 wajor
component of ‘morale’. Because of tiw breadth of interest in these
topics, the dangers uf oversurveyiny are probably greatest in
these Jreas.

4. The following guldelines wnd coordination requirewents nave
peen establisied to preserve the utility of enployee surveys om
cersonnel wanagement toplcs:

(a) Senior managers plamming surveys, wistevor the subject
satter, are epcourajed to avail themselves during the early plasning
stages of tihe consulting services of the Feychological Services Staff,
Office of Medical Services. This 3taff can offer helpful advice and
assistence in all phases, including tne interpretation of results and
planning the follow-on action which stems frow them, PSS waintains a
specialized software package to process survey dats and output in a
well-orpanized roadsble form. ‘The Staff also retains peruanent
survey data files which may provide some useful base-line data, anc
ciis Serve as a means of tracking, chsapes anl tremds over time.

(b} Senior managers planuing an esployee survey in waic:
questions on general persoancl management issues are to be incluled
wiil in¥orm the Jirector of Persamel well in advance of its
scasduled time of administration. If the Director of Persomnel sces
a substantial subject matter overlap with other planned surveys
within the same time frame, he will seck to resolve the conflict iu
sorg wanner satisfactory to taw various parties invelved. If
neLessary, tie virector of Persomnel way divect that a particular
catity postpone its survey en persomncl management topics (or thst
portion of its survey wnica esbraces these toplcs) witdil a later
date.
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